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Purpose

Use this procedure to change an employee’s Employee subgroup to hourly when the
position’s Employee subgroup is set to monthly or change the Employee subgroup to
monthly when the position’s Employee subgroup is set to hourly.

Trigger

Perform this procedure to change an employee’s Employee subgroup to hourly when the
position’s Employee subgroup is set to monthly or Employee subgroup to monthly when the

position’s Employee subgroup is set to hourly.

Prerequisites

e The Employee subgroup of a position is set to monthly and employee who is in the
position is to be compensated at an hourly rate or the position is set to hourly and the
employee is to be compensated at a monthly rate.

0 Prior to performing this procedure:

=  Write down the employee’s Next Increase Date on Basic Pay infotype (0008).

@ The appointment change will take out the employee’s next increase date.

= During this procedure insert the correct Next Increase Date in the Next
Increase Date field on Basic Pay infotype (0008).

Menu Path

Human Resources - Personnel Management - Administration > HR Master Data ->
Personnel Actions

Transaction Code
PA40

Helpful Hints
In this scenario the employee subgroup will change from monthly to hourly.

The system may display three types of messages at various points in the process. The
messages you see may differ from those shown on screen shots in this procedure. The types

of messages and responses are shown below:

Message Type Description

Error a
Example: Make an entry in all required fields.

@

Action: Fix the problem(s) and then click @ (Enter) to proceed.
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Message Type Description
W_armng Example: @ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.
_@_ Action: If an action is required, perform the action. Otherwise, click

& (Enter) to proceed.

Confirmation Q )
Example: Save your entries.

o or V] Action: Perform the required action to proceed.

Related Procedure:

None
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Procedure

1. Start the transaction using the above menu path or transaction code PA40.

Personnel Actions

g @ zliHeee -HE anan BF QE
[@m] Personnel Actions
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[l search term

[l Free search
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2. Complete the following fields:
Personnel no. R The employee’s unique, identifying number.
Example: 20000764
From R The effective date of the appointment change.
Example: 11/16/2005

3. Click the gray box to the left of _ to select.

State of Washington HRMS

File name: Version: SME Approved Script SAP Parent
APPT_CHANGE_EESUBGROUP.D Last Modified: 12/19/2008 11:30:00 AM Page 4/22
ocC

Reference Number:



Title: Appointment Change to Change Employee Sub-
group
Processes :
Sub-Processes :
HRMS Training Documents

iy
4. Click (Execute) to execute the action.

Copy Actions (0000)

Gl 000 2laBIQ@e CHE LN HR QE
Copy Actions (0000)

| |® Execute info group ||§ Change info group ‘

-28890794
-1958 ﬂ
-0991 .84
_11.’18!2805 12431/9999

Personnel action

Action Type Appointment Change
Reagon for Action £

Status

Employment Active

Organizational assighment

Position TOEROZ2E3  TestJob 2
Personnel area 1050 COffice of Financial Mgmt
Ernplayee group ] Perrnanent

Employee subgroup o3 H-OT Elig=Daily Sche

Additional actions

Start Date  |Act Actiunwe ActR |Reasan for acti

K] 3] I s e

[> | RDO (1) (201) 5| sswaphrdedci

5. Complete the following fields:
Field Name R/O/C Description
Reason for Action R The Reason for Action.
Example: Change in EE Subgroup

6. Click @ (Matchcode) to open the selection list.
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Reason for Action (1) 47 Entries Found
Yeason for Action (11 47 Entries Found

_ Restrictions |
= ]
v |E[0|H| 58 o) &)

Action Type: L3
Mame of action type: Appointment Change

Ac... ‘|Name of reason for action |
31 Realloc/Reclass Appointment
32 Feassionment

a4 Feinstaternent

34 Return Career Seasonal

38 Feturn from Exempt Apptmit

34 Return from Informal Layoff

an Feturn from Mon-Perm. On Call
41 Return frarm Praject Apptmt

43 Feturn from Temporary

43 RFeturn from Transition Apptmt
44 Return from YWhs Acting Apptimt
45 Return from Whis to Classified
45 Feversion Appointment

47 RIF Appointment

43 RTFP Appointment

53 Seasonal Appointment

a4 Status Change

a4h Supported Employment Apptmt
av Training Incentive Advancement
a8 Transfer Appointment

a4 Mon-Perm. Limited

G0 Transition Review Period

fi1 Return from Mon-Perm. Limited
B2 Change in EESubgroup

[4][»]

| i

47 Entries Found

7 Click B2 [Change in EESubgroup

8. Click (Copy) to accept.
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Copy Actions (0000)

HIC@@ DEE DD AO0 EE @

Copy Actions (0000)
| |® Execute info group Hﬂ Change info group |

1141612005t 12/31/9999

Action Type Appointment Change
Reasaon far Action G2

Position TOROO2E3  TestJob 2

Personnel area 1050 Office of Financial Mgmt

Ernployee group ] Permanert
Employee subgroup o4 H-0T Elig=Daily Sche

9. In the Organizational assignment group, in the Employee subgroup field, click
(Matchcode) to open the selection list:
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Employee subgroup (1) 9 Entries Found
Employvee subgroup (13 19 Entries Found

Restrictions |

= T
LA E R EE

EEGrp [Name of EE Group ESurpiName of EE Subgrp

1] Permanent o Hourly (Hy OT Exempt
1] Permanent 01 Manthlyih) OT Exempt
1] Permanent nz Draily OT Exemipt

1] Permanent n3 H-OT Elig=Daily Sche
1] Permanent 04 M-0T Elig=Daily Sche
1] Permanent 05 H-OT Elig=40hrsmk;

1] Permanent 06 M-0T Elig=40hrshwk

1] Permanent na H-OT Elig Law En=160
1] Permanent 10 m-0T Elig Law En=160
1] Permanent 11 H-0OT Elig Law En=171
1] Permanent 12 m-0T Elig Law En=171
1] Permanent 13 H-OT Elig=8hrshwkday
1] Permanent 14 M-0T Elig=8hrshwlday
1] Permanent 14 H-OT Elig Mrs=80002w
1] Permanent 16 M-0T Elig Mrs=80hi 2w
1] Permanent 17 H-OT Elin=5Shift

1] Permanent 18 m-0T Elin=5hift

1] Permanent 19 H-0OT Elig=Sched WSF
1] Permanent 20 m-0T Elin=Sched WW3F

10. Click to select the appropriate subgroup.

Example: N |F'ermanent 03 H-OT Elig=Daily Sche

11. Click (Copy) to accept.
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Copy Actions (0000)

Z] 0 0B eee CHE ODLD IR @
Copy Actions (0000)
| |Q Execute info group H@ Change info group ‘

Action Type Appointment Change
Reason for Action 62 Change in EESubgroup

Position TOOO0252  TestJob 2

Personnel area 10858 Office of Financial Mgmt

Emplovee group 2} Fermanent
Employee subgroun 83[@)  W-OT Elig=Daily Sche

12. Click E (Enter) to validate the information.
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Copy Actions (0000)

H @@ bR DD a8 EE @

Copy Actions (0000)
| |® Execute info group Hﬂ Change info group |

Action Type Appointment Change
Reason for Action G2 Change in EESubgroup

Position TOOOOZ53  TestJob 2

Personnel area 1050 Office of Financial Mgmt

Employee group o Permanent
Ernployee subgroup 03 H-0T Elig=Daily Sche

13. Click .i (Save) to save.
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Copy Organizational Assignment (0001)

G|  59B 0@ AR On0N BN R
Copy Organizational Assignment (0001)
83 2 owsutre

-WBEB
-0981 .94

_11#18#2805 12131/9999

Enterprise structure

CoCode Wan1 STATE OF WASHINGTOMN
Pers.area 1050 Office of Financial Mgt Subarea go01 - Mon Represented

Cost Cir 1051600 SWFS- DRS Bus. Area 1050 Office of Financial Manag ..
Fund

Persannel structure
o
EE subgroup B3

Fermanent

EE group Payrarea 11 Semi-monthly

H-OT Elig=Draily Sche Cantract Frobation =

Qrganizational plan Administrator

Percentage 10008 E Asswgnment'

Perstdmin

Position TORROZ53  TestJob 2 Time
Test Joh 2 PayrAdmin
Job key 50008181  TestJah
TestJob
Exempt ]

Org. Unit 300RO1FE  Admin

Administration

Oriy key 1231

- l|FD0(y @01 b ssvaphrdede NS

14. Perform one of the following:

If Go To
The Contract Group is not correct Step 15
The Contract Group is correct Step 17

15. Inthe Personnel structure group, in the Contract field, click E (Dropdown) and select the
type of contract from the drop-down list.

Example: Probation
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Copy Organizational Assignment (0001)

G|  59B 0@ AR On0N BN R
Copy Organizational Assignment (0001)
83 2 owsutre

_11#18#2805 12131/9999

CoCode WAB1  STATE OF WASHINGTON
Persarea 1050 Office of Financial Mgrit  Subares 0001 Non Represented
Cost Gir 1051600 SWFS-DRS Bus.Ares 1050 Office of Financial Manag ..
Fund

EE aroup l Ferrnanent Payrarea 11 Semi-monthly
EE subgroup . H-OT Elig=Draily Sche Cantract Frobation =

Percentage  100.00
Position TORROZ53  TestJob 2
TestJob 2

Joh key EO0001E1  TestJoh

TestJob

Perstdmin

Time
PayrAdrain

Exempt N

Org, Unit 30000176 Admin

Administration
Org key

e
16. Click (Enter) to validate the information.

17. Click .i (Save) to save.
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Change Contract Elements (0016)

gl B ee@ CHBE DDOH0 FER @
Change Contract Elements (0016)

aa2

Ecsraup 0
Pautares 1991 EESutgraup 04 St

Contract type Man-Permanent

Frohationary period 6 Months B

@ This infotype should be correct from the employee’s original appointment or trial
service appointment.

18. Click (Enter) to validate the information.

19. Click .i (Save) to save.
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Create Planned Working Time (0007)

G|  59B 0@ AR On0N BN R
Create Planned Working Time (0007)

_1.’18#2885 12131/9999

‘Work schedule rule RO30
Time Mamt status 1-Time evaluation of actual times ]

[C1Parttime employee Additional time 1D

Employment percent 100,08 ["1Dyn. daily work schedule
Diaily working hours fin Max

Weekly working hours . oo nin. Max
Monthly working hrs . o.on Min. Max
Annual working hours . n.on Min Max

‘Weekly workdays

20. Perform one of the following:

If Go To
The Work Schedule Rule and Time Mgmt Status are not correct Step 22
The Work Schedule Rule and Time Mgmt Status are correct Step 27
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Create Planned Working Time (0007)

g| @ aliBie@e CHE D000 EF QF
Create Planned Working Time (0007)

_11."154‘2995 12431/9989

‘Waork schedule rule RE30
Time Mamt status 1-Time evaluation of actual times ]

[ Parttime ermplovee Additional time 1D

Employment percent 100,00 [] Dyn. daily work schedule
Daily working hours Hin. Max .

Weekly working hours . oo nin. Max .
Monthly working hrs _ Hin. Max .
Annual working hours . .00 nin. Max .

Weekly workdays

21. Complete the following fields:

Field Name R/O/IC Description

Work schedule rule R The Work schedule rule.
Example: R030

22. Click &2 (Matchcode) to open the selection list.
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Restrict Value Range (1) 52 Entries Found

Restrict Walue Range (1) 52 Entries Found
' Restrictions |
= ®
B EEEE
JES grouping: 1
IHoliday calendar ID; 5C
NPS grouping: 10
WS ru...|Work schedule rule text |PWS |S’tart Date (End Date
FULL 5-8s; M-F 8 hpd POOT 01014990 1253159959 E|
ROO3 5-8=; T-5t, 8 hpd POOZ 017017990 1273179999 E|
ROOA 5-8s: WW-5n, 8 hpd POOS 01/01M990 12731599499 ]
[|ROC0T 5-8s; Th-M, 8 hpd POOT 0170171990 12531599599
JRO0OG 5-8s; F-T, 8 hpd POOQ 017017990 1273179999
RO11 5-8s; StHW, 8 hpd POTT 01/01H 990 12r31/9999
RO13 5-8s5. 8n-Th, 8 hpd PO13 01017990 1273159999
RO14 4-10s; W-Th, 10 hpd PO14 017017990 12731599499
RO 7 4-10s: T-F, 10 hpd POTT 010141990 1253159959
JREO19 4-10s; Wi-5t, 10 hpd PO1T9 01017990 127319999
IRO21 4-10s: Th-5n, 10 hpd PO21 01/01M990 12731599499
I RO23 4-10s; F-M, 10 hpd PO23 0170171990 12531599599
' ROZ4 4-10s; StT,10 hpd POZA 017017990 12r31/9999
Aroz27 4-10s: Sn-W, 10 hpd PO2T 01/01M 990 12r31/99499
IRO30 2407 M-Sn, 24 hpd PO29 01/0171990 1253159999
Y RO 4-9=i4. M-Th 9 F 4 PO31 017017990 12r31/9999 B
JRO33 4-9=i4; T-F 9, 5t 4 PO33 01/01M990 12731/99499
JRO25 4-9si4: W-5t 8 Sn 4 PO34 017011990 1273159999
RO3T 4-9=i4: Th-SEn 9, b 4 PO3T 017017990 12731599499
RO349 4-9=i4; F-M9 T4 PO39 01011990 1253159959
RO41 4-9=i4; ST 9,0 4 PO41 017017990 1273159999
RO43 4-9si4: Sn-W 9, Th 4 PO43 01/01M990 12731599499
RO44 2MWM-Th S F 8 2ndF O PO45 0140171980 1273159999
RO4T 2%k M-Th S FO, 2ndF 3 PO4T 0100171980 1273179999
RO449 2% M-F 9 2nd Th B, F O PO49 010011990 12731/9999
RO51 2k M2 T-F9 2ndm 0 POST 0100171990 12731/9999
ROA3 2 MO T-FQ 2ndm 8 POA3 0100171990 1273179999 —
RO54 2 M-Th 9 F 8 2nd MO POSS 0140151990 12731/9999 %
52 Entries Found
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23 CIiCk|RD3D 2417 M-Sn, 24 hpd FO29 01/01/1990 1273159998

24. Click E (Copy) to accept.
Create Planned Working Time (0007)

@] ___ 3/1BIeGe SHiE 9000 BE 08
Create Planned Working Time (0007)

_11.’15!2995 1243170999

R3O

Time Mgmt status 1 - Time evaluation of actual times ]

‘Wark schedule rule

[ Parttime employee Additional time 1D

Employment percent 100.08 [] Dyn. daily work schedule

Diaily working hours Min. Max .

e ekly working hours . B.on Min Max
Monthly working hirs . oo nin. Max .
Annual working hours . n.on Min. Maz .

Weekly workdays

25. Click E (Dropdown) to select from the drop-down list.

Example: 1 - Time evaluation of actual times
26. Click (Enter) to validate the information.

27. Click .i (Save) to save.
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Copy Date Specifications (0041)

gl B iee@ CHE OOL0 PR @

Copy Date Specifications (0041)

_11.’15#’2995 1213179999

Date type Date Date type Date

01 Anniversary Date 10401420085 02 Appointment Date 18/01/2005
03 Original Hire Date 10/81/28085 05 Seniority Date 16/81/2085
87 Unbroken Srvc. Date 10/E1/2885 18 Prenl HolidayElghity 187681/2005

28. Click (Enter) to validate the information.

29. Click .i (Save) to save.
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Create Basic Pay (0008)

gl iR eoe Dk Bnen OF @
Create Basic Pay (0008)
| | salary amount Hi Payments and deductions |

_11.’15#’2995 1213179999

Suowe 0

Reason Capacity util. level 100,80

PS type WFSE Witk hours/eriod 87 00 Semi-monthly

PS area Standard Progression Mextincrease
FS group Level & Annual salary 29,879.00 -

@ The employee’s pay will change from monthly to hourly when the employee subgroup
is changed on action Infotype (0000).

30. In the Pay scale group, in the Reason field, click (Matchcode) to open the selection list (to
activate the next increase date).
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Reason for Changing Master Data (1) 22 Entries Found

n for Changing Master Data (1) 22 Entries Found

Restrictions |

[ W

v 8| DR8]

Infotype: 0008

Re A| Reason text |

01  Periocdic Increment

02 RnglncDue to Board Action

03 Rdctnin slry wiin g Discipl

04 Returnfrom Redin Salary

05  Salary Adjmnt by Leg Action

06 W Rate (\WMS Only)

07 ¥ Rate (Mon WS Only)

0g WKS Raise - Int Slry Rel Prob
09 WS Raise - Grwth & Developmen
10 WHME Raise - Rec&Retention Frob
11  Emplayee Put on Disability Fay
12 Employee Taken off Dis Pay

13 Employee Put on Special Pay
14 Employee Taken Off Special Pay
15 Range Adjust-Multiple Level

16  3Zalary Adjust-Higher Education
17 Zalary Adjust-Inversion/Comp
18  Sal Adjust-RecruitRetention

19 Initial Appointment

20 |Appointment Change

21 Salary adjmnt by Pers Area

W[«[*]

| B[]

22 Entries Found

31. Click the appropriate reason to select.

Example: |20 |Appointment Change

32. Click (Copy) to accept.
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Create Basic Pay (0008)

gl iR eoe Dk Bnen OF @
Create Basic Pay (0008)
| | salary amount Hi Payments and deductions |

_11.’15#’2BBE 1213179999

Suowe 0

Reason Capacity util. level 100,80

PS type WFSE Witk hours/eriod 87 00 Semi-monthly

PS area Standard Progression Mextincrease
FS group Level & Annual salary 29,879.00 -

33. Inthe Next increase field, enter the date for the next scheduled pay increase

Example: 04/01/2006

34. Click (Enter) to validate the information.
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Create Basic Pay (0008)

gl iR eoe Dk Bnen OF @
Create Basic Pay (0008)
| | salary amount Hi Payments and deductions |

_11.’15#’2BBE 1213179999

Suowe 0

Reason Capacity util. level 100,80

PS type WFSE Witk hours/eriod 87 00 Semi-monthly

PS area Standard Progression Mextincrease 47112006
FS group Level & Annual salary 29,879.00 -

35. Click (Enter) to validate the information.

36. Click .i (Save) to save.

37. You have completed this transaction.

Result

You have changed the Employee subgroup of an employee to hourly when the position’s
Employee subgroup is set to monthly or change the Employee subgroup to monthly when
the position’s Employee subgroup is set to hourly.

Comments
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